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MILPERSMAN 1000-010

PAY/PERSONNEL ADMINISTRATIVE SUPPORT SYSTEM (PASS)

Responsible [ NAVPERSCOM Phone: DSN 882- 3460
Office ( PERS- 331) Ccom (901) 874-3460

FAX 882-2722
Governing

OPNAVI NST 1000. 23B

Directive

1. Definition

a. The Pay/Personnel Administrative Support System (PASS)
consol i dates pay, personnel, and Navy-sponsored passenger
transportation functions into a central |ocation, which provides
all of these services.

b. The Reserve Personnel Management Assistance Team
(RPMAT) , a conponent of the Naval Reserve Personnel Center,
provi des advice to and perfornms assistance visits at Personnel
Support Activities (PERSUPPACTs) and Personnel Support
Det achnment s ( PERSUPPDETs) responsi ble for providing Reserve
personnel adm ni stration support services. M LPERSVAN 1001-050
appl i es.

2. Guidelines. Use the procedures and gui dance i n OPNAVI NST
1000. 23B for the admnistration of mlitary pay, personnel, and
Navy- sponsored passenger transportation functions for Navy
activities supported by PASS.

3. Service and Pay Record Entries. When an activity is
supported by PASS, service and pay record entries shall be
acconpl i shed by the PERSUPPDET nai ntai ning the records.
PERSUPPDET officer in charge will use guidance in M LPERSVAN
1070-190/in granting “By direction” authority. PERSUPPDET
custonmer commands are not required to give the PERSUPPDET

“By direction” authority. The determi nation of what is to be
entered in the service record (e.g., recomendations,
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advancenment and achi evenent notations, adm nistrative remarks,
etc.) and the notification of the PERSUPPDET of the required
change is the responsibility of the individual’s conmandi ng
officer. In general, the command wi |l make deci sions concerni ng
personnel actions, and the PERSUPPDET wi |l acconplish the
paperwor k portion of the action.
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RESPONSIBILITIES

Responsible | NAVPERSCOM Phone: DSN 882- 3460

Office ( PERS- 331) COM| (901) 874-3460
FAX 882-2722

Governing | mpnavi NST 1000. 23B

Directive

1. Policy. The custoner and Personnel Support Detachnent

(PERSUPPDET) relationship is established under OPNAVI NST

1000. 23B.

2. Purpose. To define responsibility of maintaining pay and

per sonnel records.

3. Records

Responsibilities.

personnel accounting responsibilities for al

as foll ows:

The assi gnnent of pay and
Navy commands are

a. Active duty commands with authorized di sbursing and
per sonnel support billets maintain their own pay and personnel

records.

b. PERSUPPDETs nmi nt ai n

(1) pay and personnel records for active duty commands

W t hout personnel

and/ or disbursing billets.

(2) personnel records only for Sel ected Reserves
assigned to units collocated with a PERSUPPDET and w t hout
sonnel support billets.

assi gned per
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c. Naval Reserve activities maintain all pay records for
assi gned Sel ected Reserves and the personnel records for
Sel ected Reserves not collocated wth a PERSUPPDET.

d. Naval Reserve Personnel Center nmaintains personnel
records for Pre-trained Individual Manpower (PIM not in a dril
status; i.e., Individual Ready Reserve, Retired and Retired
Reserve personnel

e. Defense Finance and Accounting Service, C evel and
mai ntai ns pay records for PIMnot in a drill status.

4. Recall/ Mobilization Responsibilities

a. Upon recall or nobilization, pay and personnel records
of naval reservists will be maintained by the sane activity that
provi des personnel and disbursing support to the active duty
command the nenber is assigned to.

b. [If a PERSUPPDET has not been designated, the active duty
command or activated unit shall submt a request to the Navy
Per sonnel Command ( NAVPERSCOM) (PERS-331), copy to Enlisted
Per sonnel Managenent Center (Code 31), requesting an activity be
designated responsibility for pay and personnel support.

5. Assignment Responsibility. NAVPERSCOM ( PERS-331) is
responsi bl e for assignnment of pay and personnel
responsibilities. Requests for deviations fromthe above wll
be submtted to NAVPERSCOM ( PERS-331) for review and approval .
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MILPERSMAN 1000-030

AcTivE DuTy SERVICE DATE (ADSD) FOR ENLISTED
PERSONNEL

Responsible | NAVPERSCOM Phone: DSN 882- 3363
Office ( PERS- 312E) com (901) 874-3363
FAX 882- 2851

1. Definition of ADSD. The active duty service date (ADSD) is
the actual or adjusted date from which the anobunt of active
mlitary service perfornmed is calculated. The ADSD refl ects al
periods of active federal mlitary service in comm ssioned
officer, warrant officer, or enlisted status.

2. How to Calculate the ADSD. The following is provided to
determ ne the ADSD for enlisted personnel:

a. Members who have performed no prior active military
service. The date of entry on current tour of active duty.

b. Members who have performed prior active military
service. Subtract the total of the prior periods of active
service fromthe date of entry on current tour of active duty.
If there is lost tine (see M LPERSMAN 1600- 100 for definition of
| ost tine), advance date by nunber of days of |ost tine.

(1) Example:

95 01 03 Beginning date of current tour.

-03 06 02 Subtract total of all prior active service (in this
exanple, 3 years, 6 Months, 2 days), including active
duty for training.

91 07 02 New adj usted ADSD.

15 (Tinme Lost) - Advance date by nunber of days.
91 07 17 New adj usted ADSD.
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(2) Remember: Lost time during current period of active
duty. Advance the ADSD by the nunber of days of |ost tine.

(3) Rules:

(a) All periods of lost time and periods of active
duty or active duty for training of 30 days or less. Count on a
day-f or-day basi s.

(b) Tours in excess of 30 days. Subtract the first
day of the tour fromthe |ast day of the tour and add 1 day to
t he remai nder.
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MILPERSMAN 1000-040

FINGERPRINTING

Responsible | NAVPERSCOM Phone: DSN 882- 4445

Office ( PERS- 842) COM| (901) 874- 4445
FAX 882- 2626

Governing | NAVEDTRA 82740, Master-at-Arns, provides fingerprint
Directives | nethods and procedures to foll ow

1. Background. Fingerprints are the nost positive nmeans of
identifying individuals. The ridges on the skin of the pal mar
surfaces of the hands and the planar surfaces of the feet are
commonly referred to as papillary or friction ridges. These
ridges formon the fetus before birth and remai n unchanged

t hroughout |ife and even after death, until deconposition of
skin destroys them Danmage to the skin during a person’'s life
may either be tenporary or permanent. Abrasions and slight cuts
that do not permanently affect the skin are corrected in tinme by
nature, and the ridges reappear as they existed before the
damage occurred. Deep cuts and injuries affecting the innernost
sections of the skin will result in permanent scars but the
general pattern will continue to exist.
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2. When to Fingerprint. Fingerprints will be recorded under

the foll ow ng circunstances:

For members who are Prepare At time
first termenlistees into (DD 2280, and pl ace of
the Navy or Naval Reserve [Arned enl i stnent.
who require an Entrance For ces
Nati onal Agency Check Fi nger pri nt
(ENTNAC) backgr ound Card
i nvestigation
first termenlistees into |FD 258, FBI |and place that SF 86,
the Navy or Naval Reserve |Fingerprint |Questionnaire for
who require a security Card or Sensitive Positions
cl earance background appl i cant (for National
I nvestigation Fi ngerprint |[Security), background
Card I nvestigation is
request ed.
O ficer Candi dates FD 258 of appoi nt nent.
Reserve O ficers FD 258 appl i cant accepts
appoi nt ment .
Naval Acadeny M dshi pman FD 258 menber reports to
Naval Acadeny.
Naval Reserve O ficer FD 258 they report to their
Trai ni ng Cor ps (NROTC) respecti ve NROTC
M dshi pman ( Regul ar units.
Program
NROTC M dshi pnan FD 258 they enter the
(Contracts Program advanced portion of
t he NROTC Contract
Program
reenlisted with a break in |[FD 258 and pl ace of
service in excess of 24 reenlistnent.
nont hs
is a return deserter FD 249, at time of
Fi ngerprint |[apprehension.
Card
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MILPERSMAN 1000-050

FINGERPRINTING PROCEDURES

Responsible | NAVPERSCOM Phone: DSN 882- 4445
Office ( PERS- 842) COM| (901) 874-4445
FAX 882- 2626

1. Preparation. Follow the below steps in preparation of
fingerprinting an individual.

Step Action

1 Gather the follow ng itens:

Fi ngerprint or printer’s ink.

I nk sl ab.

Appropriate fingerprint card or form (see M LPERSVAN
1000- 040) .

Rag cl eani ng sol ution.

2 Fbve the individual being fingerprinted wash their hands
with soap and cold water so that they are free of dirt,
grease and perspiration.

3 Have the individual being fingerprinted sign fingerprint
card or form

4 Apply a few smal |l dabs of ink on the ink slab.

5 Thoroughly roll the ink back and forth on the slab unti
a thin, even filmcovers the surface.

Caution: |If too nmuch ink is used, it will result in the
obliteration of ridges. |If too little ink is used, it
Will result in ridge inpressions too |ight and too faint
for tracing or counting.
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2. Rolled Impressions. A rolled inpression is made to show the
entire friction surface of the finger or thunb, fromthe tip to
1/4 inch below the first joint. The large area provides al
necessary ridge characteristics for correct classification.
Foll ow the steps below to take a rolled inpression.

Step Action

1 Have the individual being fingerprinted relax and
refrain fromtrying to help by exerting any pressure on
the ink slab or fingerprint card or form
2 Starting wth the index finger on one hand, roll lightly
fromthe left edge of the finger to the right edge of
the finger on the ink sl ab.
3 Roll the finger on the fingerprint card or formfromthe
right edge to the left edge, exerting only I|ight
pressure to provide a clear inpression.

Note: The roll is a single novenent.
4 Repeat steps 1 through 3 for the rest of the fingers on
bot h hands.

5 Roll thumb on one hand lightly fromthe right edge to
the left edge on the ink slab.

6 Roll thumb on fingerprint card or formfromleft edge to
the right edge, exerting only |ight pressure to provide
a clear inpression.

Note: The roll is a single novenent.
7 Repeat steps 5 and 6 for the other thunb.

Rule: A finger should be noted mssing if any portion of it
beyond the flexure of the first joint remains. The end of a
mutilated finger, in all cases, should be inked and recorded as
in the case of a perfect digit.

Cct ober 2002 CD



1000-050
22 Aug 2002
Page 3 of 3

3. Plain Impressions. A plain inpression is obtained by
pressing the bulb of the finger, on the ink slab and then on
paper in the sanme manner. The purpose is to verify the order of
the rolled inpressions and to show certain characteristics that
are sonetines distorted in the rolled prints. Follow the steps
bel ow to take a plain inpression

Step Action

1 Have the individual being fingerprinted hold their
fingers straight and stiff and the hand |l evel with the
Wi st.
2 Press all the fingers on one hand lightly on the ink
sl ab, pressing the four fingers on it at a slight angle.

Note: They should be showing the tips to 1/4 inch bel ow
the first joint.

3 The person taking the prints should grasp the wist with
one hand and press the fingers on the card with the

ot her hand.

4 Repeat steps 1 through 3 for the other hand.

5 Press the thunb on one hand lightly on the ink sl ab.

6 Press thunb on the block next to the plain finger

I npr essi ons.

7 Repeat steps 5 and 6 for the other thunb.

8 Cl ean hands thoroughly with cloth and cl eani ng sol uti on.

Rule: A finger should be noted missing if any portion of it
beyond the flexure of the first joint remains. The end of a
mutilated finger, in all cases, should be inked and recorded as
in the case of a perfect digit.
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MILPERSMAN 1000-060

MILITARY PERSONNEL IDENTIFICATION NUMBER

Responsible | NAVPERSCOM Phone: DSN 882- 4846
Office (PERS- 312G COM| (901) 874-4846

FAX 882- 2660
1. Policy

a. The social security nunber (SSN) shown on a nenber’s
QA- 702, Social Security Account Nunber card will be the sole
mlitary personnel identification nunber for naval personnel.

b. Since the SSN is essential for personnel identification
in the Navy, an applicant nust have a SSN prior to being
accepted for enlistment or conm ssion in the Navy or Naval
Reserve

c. To facilitate pay and personnel record nai ntenance, the
SSN recorded on

(1) DD 4, Enlistnent/Reenlistnent Docunent-Arned Forces
of the United States; or

(2) NAVPERS 1000/4, O ficer Appointnment, Acceptance and
Cath of Ofice

nmust be validated and will be used on all reports, forns,
docunents, correspondence, and official records concerning a
menber of the Navy.

2. SSN Change or Correction to Service Record

a. Submt a witten request to Navy Personnel Conmand
(PERS-312F) with a copy of the “correct” QA-702.

b. For Navy record purposes, the change is effective on the
date shown in Block 14 on DD 1343, Notification of Change in
Service Menber’s O ficial Records.
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MILPERSMAN 1000-070

IDENTIFICATION TAGS FOR MEMBERS

Responsible | NAVPERSCOM | Phone: DSN 882- 3466/ 3467

Office ( PERS- 332) Com (901) 874-3466/ 3467
FAX 882- 2766

Governing | \,\\NEDCOM NST 5360. 1

Directive

1. Purpose. ldentification (ID) tags are used to assist in

identification of service nmenbers in the case of injury or
deat h.

2. When Issued. Two conplete ID tags shall be issued to each
menber as soon as possible after reporting for active duty.

3. Who Can Issue. lIdentification tags nmay be obtained from any
activity possessing graphotype nmachi nes suitable for enbossing
the tags. Comrmands not possessing facilities for enbossing
identification tags may request themby mail fromthe nearest
naval activity possessi ng enbossi ng equi pnment. Requests shoul d
include a list of the personnel for whomtags are required, the
appropriate nunber of blank tags, and the necessary data for
preparation of the individual tags.

4. WwWhere Stocked. Blank tags and neckl aces are standard stock
itens avail abl e through the Navy Supply System and are
identified as cogni zance “D’ nmaterial .
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5. When Worn. |ID tags shall be worn by each nenber as foll ows:

Active Duty When prescribed by conpetent authority. At the
time of release fromactive duty, the nmenber
shall retain the ID tags for use in case of
nmobi | i zati on.

Inactive Duty [Wen required by the Chief of Naval Reserve.

6. ID Tag Specifications

a. ldentification tags are:

Monel or other adopted netal

Approxi mately 2 inches long by 1-1/8 inches w de

About 0.025 inch thick

Fi ni shed with rounded corners and snoot h edges

b. A necklace consisting of a 25-inch non-corrosive,
nont oxi ¢, and heat resistant material with a 2-1/2 inch
extension of the sanme material shall be issued with the tags.

c. Conpleted tags shall be made up with one tag suspended
by passing the necklace through the hole in the tag and the
second tag suspended by passing the neckl ace extension through
the hole in the tag and securing the extension to the neckl ace.

7. ID Tag Content. Each tag has a capacity for five lines of
type, 18 spaces to the line, and shall be enbossed by a nachi ne
provi ded for that purpose. The following are the contents of
each |ine:

a. First line: Record the nane of the nenber (last nane,
first nane, and mddle initial; e.g., DOE, John R). \When the
space in the 1st line is insufficient, the 1st |ine shal
contain the last nane only. The first and mddle initial is
pl aced on the 2nd |i ne.
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b. Third line: Record the mlitary personnel
identification nunber (social security nunber). At the 10th
space, record the letters “USN' regardl ess of whether Regul ar or

Reservist. At the 14th space, record the bl ood type and RH
factor.

c. Fifth line: Record the religious preference of the
menber. Show any religion or faith group designated by the
menber. |If possible, spell out the preference. For exanple:

Assenbly of God

Bapti st

House of David

Ot hodox Jew

Pr ot est ant

Roman Cat holic
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d. Oherw se, use the follow ng neani ngful abbreviations.
The foll ow ng exanples are picked at random for gui dance only
and nmay be adapted to fit the preference expressed:

RELIGION OR FAITH GROUP ABBREVIATION

Afri can Met hodi st Epi scopal Church Af Meth Epi scopal
Al bani an Orthodox Church in Anerica Al bani an Ot hodox
Anmeri can Evangelical Christian Church |Am Evang Chr
Armeni an Apostolic Othodox Church of |Arnmenian Ap Otho
Aneri ca

Boheni an and Moravi an Brethren Boh Moravi an Breth
Cal vary Pentecostal Church Cal Pentecost al
Christian Unity Bapti st Chr Unit Bap
Christ Unity Science Church Christ Unity Sci
Church of Jesus Christ of Latter-day Latter-day Saints
Sai nts

Church of the Brethren Ch of Brethren
Church of the Nazarene Ch of Nazarene
Congregational Christian Church Congr egational Ch
Conservation Am sh Mennonite Con Am sh Mennon
Di sci pl es of Chri st Dis of Christ
Evangel i cal and Refornmed Church Evang Ref or ned
Evangel i cal Lut heran Evang Luth
Evangelical United Brethren Evang United Breth
Free Christian Zion Church of Chri st Free Chr Zion
General Church of New Jerusal em Ch New Jerusal em
General Six-Principle Bapti st Gen Six-Prin Bap
New Congr egati onal Met hodi st Church New Cong Met hodi st
North American O d Roman Catholic NA O d Roman Cath
Chur ch

O d Gernman Baptist Brethren A d CGer Bap Breth
Ot hodox Presbyterian Church Ortho Presbyterian
Pent ecostal Hol i ness Church Pent ecos Hol i ness
Presbyterian Church, USA Presbyt eri an USA
Primtive Adventist Christian Church Prim Adventi st Chr
Sevent h-day Adventi st 7-day Adventi st

Sl ovak Evangelical Lutheran Sl ovak Evang Luth
United Free WII Baptist Church Uni ted Free Bap
United Zi on Church Uni ted Zion

8. Member’s Death. In the event of nenber’s death, refer to

NAVMEDCOM NST 5360. 1, Chapter 4.
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MILPERSMAN 1000-080

IDENTIFICATION CARDS AND ISSUING ACTIVITIES

Responsible [ NAVPERSCOM Phone: DSN 882- 3466/ 3467
Office ( PERS- 332) COM| (901) 874-3466/ 3467

FAX 882- 2766
Governing

BUPERSI NST [1750. 10A

Directive

1. Policy. Departnent of Defense policy provides
identification cards for

a. nmenbers of the Uniforned Services for use in identifying
their status as active duty, reserve, or retired nmenbers and as
an aut horization card for Uniforned Services’ benefits.

b. eligible dependents and other eligible individuals to be
used as an authorization card for benefits and privil eges
adm ni stered by the Uniforned Services.

c. eligible dependents of Ready Reserve nenbers and of
Retired Reserve nenbers who have qualified for retired pay at
age 60 but have not yet attained age 60.

d. former nenbers (nmenbers who have been di scharged after
qualifying for retired pay at age 60 under the provisions of
10 U.S.C. 67) and their eligible dependents.

2. Guidance. Use the procedures in BUPERSI NST 1750. 10A when
i ssuing | D cards.
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MILPERSMAN 1000-090

RACE ENTRIES ON FORMS, RECORDS, AND REPORTS

Responsible | NAVPERSCOM Phone: DSN 882- 4561
Office ( PERS- 61) COM| (901) 874-4561
FAX 882- 2617

1. Procedure.

When entries regarding race/ethnicity are

requi red on personnel forns, records, and/or reports, the
categories bel ow shall be used (standard data item codes foll ow
each category title).

2. Race/ Population Group Definition. The definition used for

race/ popul ati on group category is a division of mankind that
possesses traits that are transm ssible by descent and that are
sufficient to characterize as a distinctive hunman type. The
accept abl e codes to use are:

Standard
Data
Category Item
Race Code Definition

Wiite C A person having origins in any of the original
peopl es of Europe, North Africa, or Mddl e East.

Bl ack N A person having origins in any of the Bl ack
raci al groups of Africa or other areas.

Red R A person having origins in any of the original
peopl es of North Aneri ca.

Yel | ow M A person having origins in any of the origina
peopl es of Asia including China, Japan, Korea,
the Philippine Islands, Sanpba and ot her peopl e of
Paci fic |Island descent.

Q her X A person choosi ng not be associated with any
particular race group or cannot identify their
race and chooses not to be associated with a
particul ar race group

Unknown 4 Not a race group choice. Used to indicate an

error or omission that requires correction to

i nclude the individual in one of the recognized
general classifications. A person who does not
know their race may choose “Wite”, “Black”,
“Red”, “Yellow', or use “Cther.”
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3. Ethnic Group Definition. The definition for the ethnic
group category is a segnent of the popul ation that possesses
common characteristics and a cultural heritage significantly
different fromthat of the general U S. popul ation and cl osely
identifies with that cultural heritage. The acceptable codes to

use are:

Ethnic Group

Standard Date
Item Codes

O her Hi spani ¢ descent

U. S./ Canadi an I ndian Tri bes

O her Asi an descent

Puerto Ri can

Filipino

Mexi can

Eski no

Al eut

Cuban

| ndi an

Mel anesi an

Chi nese

Guanmani an

Japanese

Kor ean

Pol ynesi an

O her Pacific |Island descent

Latin American with Hi spani c descent

Vi et nanese

M cronesi an

O her- A person whose choice of an ethnic group
is not |isted above and chooses not to be
associated wth any of those ethnic groups.

X|S|<|0|O|F|X|<|T|O|M O|©[®|~N|o| 0l & W N -

None - A person choosing not be associated with Y
any particular ethnic group.
Unknown - Not an ethnic group choice. Used to Z

indicate an error or om ssion that requires
correction to include the individual in one of
the recogni zed general classifications. A person
who does not know their ethnic group should
choose one of the recogni zed ethnic groups or use
“Qther” or “None.”
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4. Subgrouping for Navy Reporting. The followi ng are the basic
racial and ethnic categories to be used for Navy reporting.

Category Definition

Wiite A person having origins in any of the

ori ginal people of Europe, North Africa, or
the Mddle East and is not of Hispanic
origin.

Bl ack A person having origins in any of the Bl ack
raci al groups of Africa or other areas and is
not of Hispanic origin.

H spanic A person having origins in any of the
ori ginal peoples of Mexico, Puerto Rico,
Cuba, Central or South America, Spain
Portugal , or of other Spanish cultures,

regardl ess of race. Includes ethnic groups
1, 4, 6, 9, S, listed above.
Ameri can | ndi an A person having origins in any of the

or Al askan Native |original peoples of the Far East, Southeast
Asi a, the Indian Subcontinent, or the Pacific

| sl ands (including Filipinos). Includes
ethnic groups 3, Db E, G H J, K L, Q V,
and W

O her Persons not included in any of the above

cat egori es.

5. Determination and Correction of Race and Ethnic
Descriptions. Determ nation of race descriptions shall be based
upon the declaration of the nmenber concerned. NAVPERS 5354/1,
Denogr aphi ¢ Sel ection Form is used to change or correct

race/ ethnic data. These forns nmay be obtained by witten
request to Navy Personnel Command ( NAVPERSCOM ( PERS-61).
Inquiries regarding the race or ethnicity of Navy denographics
and individuals should be directed to NAVPERSCOM ( PERS-61) .
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MILPERSMAN 1000-100

HOME OF RECORD AND MAILING ADDRESS

Responsible | NAVPERSCOM Phone: DSN 882- 3363
Office ( PERS- 312E) com (901) 874-3363
FAX 882- 2851

Governing NAVSO P- 6034, Joint Federal Travel Regul ation

Directive (JFTR), Volune 1
1. Policy

a. To establish nmenber’s home of record and place from
whi ch ordered to tour of active duty for purposes of entitlenent
for travel and transportation all owances or other conpensations
provi ded by | aw.

b. The honme of record does not in itself establish |egal
domcile or |egal residence which can be determ ned only under
civil laws for specific situations.

2. Definitions

a. Home of Record. The place recorded as the permanent
home of the nenber when comm ssioned, appointed, enlisted,
i nducted, or ordered into a relevant tour of active duty, or the
pl ace recorded as the honme of the individual when reinstated,
reappoi nted, or reenlisted only when such reinstatenent,
reappoi ntnent or reenlistnent follows a break in service of at
least 1 full day (24 hours).

b. Mailing Address. The address at which a nmenber of the
naval service can be reached at any tine by ordinary nmail. The
mai | i ng address of a nenber serving on extended active duty is
normal Iy the address of the duty station to which assigned.
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3. Home of Record for Officers

determ ne an officer’s hone of

ordered to tour of active duty.

Use the followng table to
record and place from which

If an officer is
appointed

then the home of
record 1is

and the place from
which ordered to
tour of active duty
is

directly from
civilian status,

i nactive Naval
Reserve O ficer

Tr ai ni ng Cor ps
(NROTC) Contract

St udent, enlisted
status, or is a
conmi ssi oned
officer recalled to
active duty status,

t he permanent hone
address decl ared at
time of appointnent or
recalled to rel evant
tour of active duty,

the place to which
the active duty
orders were

addr essed.

fromactive
enli sted status,

t he permanent hone
address at tine of
enl i st nent/
reenlistment as
reflected on DD 4,

Enl i stment/

Reenl i st rent Docunent -
Armed Forces of the
United States

(Rev. 5-88),

the place from which
travel conmmenced for
current continuous

tour of active duty.

fromany of the
four service
acadeni es or
regul ar NROTC

m dshi pnen st at us,
who had NO pri or
enlisted status,

t he home address to
whi ch t he

perm t/aut horization
to report as a

m dshi pman was

addr essed,

the place at which a
mlitary status is
attained (e.g., the
servi ce acadeny or
NROTC educat i onal
institution).

4, Where to Record Home of Record for Officers

The hone of

record is recorded on NAVPERS 1070/ 74, Oficer’s Report of Hone
of Record and Place From Wiich Ordered to a Tour of Active Duty

(Rev. 9-75).
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5. Distribution of NAVPERS 1070/74

a. For newly commissioned officers

(1) Oiginal - Attach to the NAVCRU T 1000/ 20, O ficer
Appoi nt ment Acceptance and Cath of O fice (Rev. 7-83), and
forward to the Commander, Navy Recruiting Command (Code 13).

(2) Duplicate - File in the officer field service
record.

b. For all other officers

(1) Oiginal - Forward to Navy Personnel Comrand
( NAVPERSCOM ( PERS- 313C).

(2) Duplicate - File in the officer field service
record.
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6. Home of Record for Enlisted.

determ ne an enlisted nenber’s home of

whi ch ordered to tour of active duty.

Use the followng table to
record and place from

If an enlisted
member 1is

then the home of
record 1is

and the place from
which ordered to tour
of active duty is

i mredi ately

pl aced on active
duty upon

enl i st nent,

t he permanent honme of
address at the tine
of enlistment as
reflected on DD 4,

the place from which
travel commenced for
initial active duty as
stated on DD 4.

not imedi ately
pl aced on active
duty upon

enl i st nment,

t he permanent hone
address at the tine
of enlistment as
reflected on DD 4
UNLESS change i n hone
of record has been
recorded prior to the
menber’ s actua
recei pt of orders to
t he tour of active
duty,

the place from which
travel conmmenced for
initial active duty as
stated on DD 4.

reenlisted after
a break in active
service of one
full day (24
hours),

t he permanent hone
address at the tine
of enlistment as
reflected on the
current DD 4,

the place from which
called to active duty
as stated on DD 4.

i medi atel y
reenlisted with
no break in
active service,

t he permanent hone
address at the tine
of initial enlistnent
as reflected on DD 4,

the initial enlistnent
| ocati on from which
called to active duty
as stated on DD 4.

NOTE:

For a hone address,
an address different fromthe home of

if an enlisted

menber is residing at

record at the time of
and the nenber w shes for

enlistment or during the enlistnent,
personal reasons to have that address recorded in official naval
records, the commandi ng of ficer may nake an entry on t he NAVPERS
1070/ 613, Adm nistrative Remarks of the field service record to

reflect that address.
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/. Changes in Home of Record or Home Address

a. The hone of record renmai ns unchanged during a conti nuous
tour of active duty regardl ess of changes in the nmenber’s hone
address during the tour of active duty or enlistnment. The
of ficial home of record may be changed upon reenlistnment or
reentry into the service provided there is no overlap in
reenlistnment contracts and a break in service of at |east
1 cal endar day has occurred. (Exanple: Menber’s current
enlistment expires on the 12th of the nonth and the nenber
reenlists on the 14th of the nonth.)

b. For enlisted nenbers, if there is a break in service of
at least 1 cal endar day, and the hone address the enlisted
menber recorded as honme of record upon reenlistnent is different
fromthe place recorded on the previous enlistnent, the new
address becones the honme of record for the current enlistnent.
When a nenber is separated fromthe service for the purpose of
continuing on active duty in the sanme or another status (e.g.,
reenlistment occurs prior to the expiration of the current
enlistment), the reenlistnent is considered a continuation of
the inconplete enlistnment for the purpose of travel allowances,
and the hone of record renmains the place recorded for the
inconplete enlistnment. The honme of record cannot be changed
during the relevant tour of active duty or enlistnment even
t hough the honme address is changed and the change is recorded.

8. Corrections

a. A request for correction to the hone of record (for
officer and enlisted) and/or place fromwhich ordered to active
duty (for officers only) nust be authorized or approved by the
NAVPERSCOM ( PERS- 324). The request shall be submtted by the
i ndi vidual to include

(1) full nane,
(2) social security nunber,

(3) mailing address, and
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(4) conplete docunentation and justification that the
home of record or place fromwhich ordered to tour of active
duty was erroneous.

b. Active duty nenbers will forward the request via their
chain of command.

(1) officer — NAVPERSCOM ( PERS-324) will request the
menber’s command to execute a new NAVPERS 1070/ 74.

(2) Enlisted — NAVPERSCOM (PERS-324) will correct the
enl i sted nmenber’ s pernmanent personnel record and give conmands
authority to correct the field service record.
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NAME AND ADDRESS LISTS OF MEMBERS OF THE NAVY AND
NAVAL RESERVE

Responsible | NAVPERSCOM Phone: DSN 882- 3165
Office ( PERS- 06) COM| (901) 874-3165

FAX 882- 2615
1. Policy.

a. Lists containing the nanes and duty station address
may be furnished

pertaining to active duty or reserve personnel
i ndi vi dual

to any organi zation or

provided t he gui delines of the Freedom of
and 10 U.S.C. 130b are foll owed.

Privacy Act,

(1) stationed overseas,

(2) on deployable units, or

(3) at sensitive units

are not rel easable to the general

ext er nal

publi c.

to the governnent
| nfornmati on Act,

Specifically, the
duty station address pertaining to active duty or Reserve
personnel wWho are

ot her duty

station address information i s considered rel easabl e.

b. The hone address of al
prohibited fromrel ease to any individua

U.S. Navy personnel is

or organi zation

external to the governnent unless specifically authorized by a

statute that supercedes the Privacy Act or

| nformati on Act.

Fr eedom of
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MILPERSMAN 1000-120

CORRECTION OF DATE OF BIRTH

Responsible | NAVPERSCOM Phone: DSN 882- 4846
Office ( PERS- 312G coMm| (901) 874-4846
FAX 882- 2660

1. Policy. A correction of the date of birth in the official
records of a menber is made only after an adm nistrative

exam nation has shown that the evidence presented is

i ndi sput abl e and authority has been granted by the Navy

Per sonnel Command ( NAVPERSCQOM .

2. Command’s Responsibility. Prior to subm ssion of the
request for change in the date of birth, the comrand shal
advi se the servicenenber of the Privacy Act statenent as

fol |l ows:

“Aut hority to request this information is derived from5 U. S. C
301 Departnental Regul ations. The purpose is to effect a
correction of the date of birth. It will becone a pernmanent
part of the Navy Personnel Records System Disclosure of
information is voluntary; however, failure to provide the
information will result in disapproval of the request for a
change of the date of birth.”

3. Member’s Responsibility. The nenber nust forward a request
for correction of date of birth to NAVPERSCOM ( PERS- 312) via the
commandi ng officer. b. The request nust include the follow ng:

a. Social Security Number (SSN) and conplete nailing
addr ess.

b. A statenent of the reason for the erroneous recording.
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c. A copy of the birth certificate or other docunentary
evi dence of the correct date of birth. Wen the evidence
submtted is not identified as a public record, a statenent by
the responsible public official that no public record of birth
exi sts shall be included.

d. An affidavit that the applicant is the person referred
to in the docunentary evidence submtted.

4. Acceptable Evidence. Acceptable docunentary evidence for
establishing the correct date of birth is listed below in order
of preference.

a. Records nade at the tinme of birth or baptismare
consi dered concl usive evidence. Any one of the follow ng
docunents in the formspecified is acceptabl e:

(1) A copy of the birth certificate provided it is
officially certified by conpetent civilian authority.

(2) A copy of the baptismal certificate by an
ecclesiastical official, provided the baptismdate is prior to
first entry into the naval service.

(3) A copy of the hospital record of birth certified by
the official having custody of the records.

(4) Acertified statenment of the attendi ng physician as
to the date and place of birth shown in the records.

b. Famly records or other records nade subsequent to the
time of birth of the nenber nmay be accepted when substanti ated
by anot her such record. Wen none of the evidence |isted above
is avail able, two of the docunents below in the form specified
i s acceptabl e:

(1) Photographic copy of an entry in the famly Bible
certified by a notary or other public official generally
authorized to adm ni ster oaths. The certification nust state
the original has been sighted, that the particular entry appears
to have been made contenporaneously with the birth of the nmenber
concerned, and that no conditions exist tending to discount its
aut henticity.
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(2) Corrected birth certificate bearing the raised seal
of the clerk having custody of the records together with
supporting evidence showi ng the basis for correction.

(3) Delayed birth certificate showing the birth recorded
on a report of the attendi ng physician or mdw fe and bearing
the rai sed seal of the clerk having custody of the records.

(4) Certified extract fromthe census enuneration’ s of
any two of the follow ng periods: 1920, 1930, 1940, 1950, or
1960.

(5) Certified copy of a school docunent or record.

c. Affidavits of relatives, friends, or disinterested
parties who knew the applicant fromtine of birth may be
accepted when the evidence above is not available. Two
affidavits containing the followng informati on are required:

(1) Full identification of the affiants and their
respective ages.

(2) Nanme, date, and place of birth of the applicant.

(3) Source of know edge of the above information.

5. After Correction of Date of Birth is Authorized

a. The NAVPERSCOM ( PERS-312) will authorize a correction of
birth date by issuing a DD 1343, Notification of Change in
Servi cenenber’s O ficial Records (Rev 5-80).

b. For officers, copies will be sent to the officer
concerned, his or her commanding officer, and all offices having
custody of the officer’s various personnel records.

c. For enlisted, a copy will be sent to the nenber’s
commandi ng of ficer and Personnel Support Activity Detachnent or
activity maintaining the personnel record.
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MILPERSMAN 1000-130

NAME CHANGE OF MEMBER

Responsible | NAVPERSCOM Phone: DSN 882- 4846

Office ( PERS- 312G com (901) 874-4846
FAX 882- 2660

1. Policy. Change of name in the official record is nmade only

after an adm nistrative exanm nation of the evidence and approval
by Navy Personnel Command (NAVPERSCOM). A change of surnane due
to marriage or divorce shall be reported i mediately. A nane
may not contain punctuation marks, including a hyphen,
apostrophe, comma, period, or space.

2. Command’s Responsibility. Prior to subm ssion of request
for nane change, the command shall advise the servicenenber of
the Privacy Act statenent as foll ows:

“The authority to request this information is derived from

5 U S.C. 301 Departnental Regulations. The purpose is to effect
a correction of name. It wll becone a permanent part of the
Navy Personnel Records System Disclosure of the information
requested is voluntary; however, failure to provide the
information may result in disapproval of the request for change
of nane.”

3. Member’s Responsibility. The nenber nust forward request
for nanme change to NAVPERSCOM ( PERS-312) via the commandi ng
officer. The nenber’s social security nunber and conpl ete
mai | i ng address are required to ensure proper identification.
The request shall be acconpani ed by appropriate docunentary
evi dence verifying the change in nanme. Exanples of such

sui tabl e evi dence are as foll ows:

a. Marriage certificate.

b. Final divorce decree containing provision for
restoration of mai den nane.

c. Court order authorizing nane change.
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d. Birth certificate.

e. Naturalization certificate.
4. Effective Date. For Navy record purposes, a name change is
effective fromthe date of NAVPERSCOM aut hori zati on as i ndi cated

in Block 1 on DD 1343 (Rev. 5-80), Notification of Change in
Servi cenmenber’s O ficial Records.

5. Additional Name Change Requirement. Menber shall conplete
and submt SSA 7008 (Rev. 5-88), Request for Correction of
Earning Record to the Social Security Adm nistration to ensure
proper recording of Federal I|nsurance Contribution Act (FICA)
wage credit deductions. SSA 7008 is available at |ocal Soci al
Security Adm nistration offices.
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MILPERSMAN 1000-140

MAILING ADDRESS OF MEMBERS ON INACTIVE DUTY

Responsible | NAVRESPERSCEN | Phone: DSN 678- 6936
Office (N3) coM| (504) 678-6936
FAX 678- 1533

1. WwWho this Applies To. This applies to all nenbers not on
active duty of the Naval Reserve, and all retired nenbers of the
Navy or Naval Reserve, including the Fleet Reserve and the
Tenporary Disability Retired List (TDRL).

2. Definition. Miiling address is the address at which a
menber can be reached at any tine by first class nmail. Rural
Route nunbers with a post office box nunber are acceptabl e.
However, United States Post O fice Boxes and addresses such as
banki ng institutions, which some nenbers have designated as the
pl ace to receive pay checks, are not acceptable mailing

addr esses.

3. Recording of Current Address. Current address wll be
recorded in the Inactive Manpower and Personnel Managenent

| nformati on System (I MAPM S) dat abase and the nenber’s service
record.

4. Change in Mailing Address

a. Oficers will notify the service record custodi an of the
new nmai ling address. |If the officer fails to do so, the Naval
Reserve activity will termnate the officer’s orders and forward

the individual’s service record to the Naval Reserve Personne
Cent er (NAVRESPERSCEN) for appropriate action.

b. Enlisted menbers will notify the unit and service record
custodian of the new mailing address. |If address is a tenporary
change of residence (6 nonths or less), the service record
custodi an shall be infornmed of the tenporary change of address
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at the beginning of tenporary residence and again at the end of
such residence.

c. Selected Reservists or Voluntary Training Unit (VTU)
menbers will change a current address via the Reserve Standard
Training Adm nistrative and Readi ness Support System ( RSTARS).
Changes will be nade by the activity responsible for RSTARS and
service record mai ntenance.

d. Individual Ready Reservists, Fleet Reservist, Standby
Reservists, and Retired Reservists shall submt a change of
address directly to the Commandi ng O ficer, Naval Reserve
Personnel Center (Code 401), New Ol eans, LA 70149.

5. Mail Classified as “Undeliverable.” Wen an enlisted
menber’s mail is classified as “undeliverable”, the comuandi ng
of ficer of the Naval Reserve activity and the Commandi ng

O ficer, NRPC shall attenpt to | ocate the nmenber by inquiries to

a. the nenber “via certified mail return receipt requested”’
at the | ast known address;

b. the postmaster of the |ast known address regarding a
f orwar di ng addr ess;

C. next of kin or other rel atives;
d. enployer; and

e. Defense Finance and Accounting Service (DFAS) C evel and
Center, if the nmenber is receiving retired or retainer pay.
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6. Listed as

“Unlocatable.”

addr ess,

t he nmenber shal
foll ow ng procedures wll

be reported as “unl ocat abl e”
be fol |l owed:

VWhen unable to obtain a new

and t he

or it is outside
t he area of
jurisdiction,

IF AND THEN

an enlisted nenber |a | ocal search t he records of the
isinadrilling fails to obtain |enlisted nenber shall be
unit, t he new address |transferred to

NAVRESPERSCEN and t he
menber will not be
recomrended for
reaffiliation or
reenlistnment wthout the
approval of Navy Personnel
Conmand ( NAVPERSCOM)

( PERS- 913) .

an enlisted nmenber
has a mandat ory
drilling
obligation (e.g.
SAM or SAM | 1),

a | ocal search
fails to obtain
t he new address
or it is outside
t he area of
jurisdiction,

t he Naval Reserve activity
will initiate discharge
procedures by reason of
“unsatisfactory
participation in the Ready
Reserve” (M LPERSMAN

1910- 158) .

a Reserve officer
has been |isted as
“unl ocat abl e” for
9 nont hs,

all reasonabl e
efforts to

| ocate the
officer are
unsuccessful

NAVRESPERSCEN shal | subm t
t he name to NAVPERSCOM f or
referral to the Nava
Reserve O ficer
Mobi | i zation Di sposition
Board for appropriate
action.

NOTE:
| MAPM S as
NAVRESPERSCEN

“unl ocat abl e”

Wi ||

Service records of officers who are reported through
be exam ned periodically by
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MILPERSMAN 1000-150

BOARD OF CORRECTION OF NAVAL RECORDS (BCNR)

Responsible | NAVPERSCOM Phone: DSN 882- 3043
Office ( PERS- 00ZCB) COM| (901) 874-3043
FAX 882- 2604
For information DSN 224- 1316
concer ni ng BCNR COMW| (703) 614-1316
matters: FAX 224- 9857

Governing

10 U. S. C. 1552

Directive

1. Purpose. The Board of Corrections of Naval Records (BCNR)
was established to provide a nmethod for correction of error or
removal of injustice fromnaval records wthout the necessity
for private legislation. BCNR is not a part of Navy Personnel
Command (NAVPERSCOM). It is a separate shore activity under the
direction and supervision of the Assistant Secretary for
Manpower and Reserve Affairs. Upon presentation of satisfactory
evi dence by the nenber concerned, the BCNR may reconmend to the
Secretary of the Navy that the record be changed.

2. Who may Submit Applications. BCNR applications may be
subm tted by:

a. the petitioner,
b. the petitioner’s heir, or

c. the petitioner’s |legal representative.

3. Application Requirements

a. Applications for review to the BCNR may be submtted
only after having exhausted all avail able adm nistrative
remedi es afforded by |aw, unless waived by BCNR
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b. Additionally, prior to petitioning the BCNR regarding a
discharge, the case nust be reviewed, and a “no change” deci sion
is made, by the Naval D scharge Review Board (NDRB). (See
M LPERSMAN |1000- 160| regardi ng final discharges that NDRB does
not review)

c. Applicants or applications nust

(1) be submitted within 3 years after the clai mant
di scovers the error or injustice. Petitions submtted |ater
than 3 years after the petitioner discovers the error or
injustice may be considered if the BCNR finds it to be in the
interest of justice. Petitions submtted |ate should include an
expl anation for |ate subm ssion and why consi deration of the
| ate subm ssion is in the interest of justice.

(2) identify the specific error or injustice.

(3) contain sufficient information to permt the BCNR to
determ ne whether relief is warranted.

(4) include any other relevant information (i.e.,
corroborating evidence such as affidavits or other witten
statenents fromindividuals with personal know edge of the
rel evant facts and specific reasons, if any, why expeditious
processing is warranted).

Note regarding selection boards: |If the petition is to be
consi dered and resolved prior to the convening of a selection
board, the petition should be received by the BCNR at |east 4
nont hs before the selection board convenes.

4. Where to obtain an application

a. Applications nmust be submitted on DD 149, Application
for Correction of Mlitary Record Under the Provisions of
10 U.S. C. 1552 (Rev 8-93).
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b. Applications and general information can be obtained
from

(1) Naval Legal Service Ofices,
(2) Personnel Support Activity Detachnents,
(3) Departnent of Veterans Affairs, or
by witing to:
Board for Correction of Naval Records
Depart ment of the Navy

2 Navy Annex
Washi ngton, DC 20370-5100
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MILPERSMAN 1000-160
NavAL DISCHARGE REVIEW BOARD (NDRB)
Responsible | Naval Di scharge Phone: DSN 325- 6600
Office Revi ew Board Comvi (202) 685-6600
FAX (202) 685-6581
Governing |15 U s.C 1553
Directive
1. Policy. The Naval Discharge Review Board (NDRB) was
established to review whether the type and nature of discharge

i ssued a petitioner should be changed,
and if so, what actions should be nade.

2. Scope.
t hose

The NDRB may review all

final discharges

corrected, or nodified;

except

a. awarded nore than 15 years before an application for
review was submtted,

b. resulting froma genera

c. due to physical

3. Authority.

a. revoke any discharge;

court-martial, or

di sability.

The NDRB has no authority to

b. reinstate a person in the mlitary service;

c. recal

d. waive discharge to permt enlistnent

ot her Arned Forces;

a person to active duty,;

in the naval or
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e. cancel enlistnent contracts;

f. change, correct, or nodify any docunent other than the
di scharge docunent;

g. change the reason for discharge from or to, physica
di sability; or

h. determne eligibility for veteran's benefits.

4. Requirements. To permt relief, an error nust have been
found to have existed during the period of enlistnment in
guestion. The nmenber’s good conduct after discharge, in and of
itself, is not sufficient to warrant changi ng an unfavorabl e

di scharge. There is no entitlement to a di scharge upgrade,
there is no automatic review of a discharge by NDRB, and there
is no automati c upgrade of discharge 6 nonths after discharge.

| ndi vi dual s must submit an application (DD 293, Application for
the Review of Discharge or Dismssal fromthe Arned Forces of
the United States) for a review of the discharge.

5. Applications

a. Applications for review (DD 293) and general information
can be obtained by witing to:

Naval Discharge Review Board

720 Kennon Street SE RM 309

Washington Navy Yard DC 20374-5023
b. or visit our web site at:

www. hg. navy. m | / ncpb/
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